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U. S. Departnent of Justice
Federal Bureau of Prisons

DI RECTI VE BEI NG CHANGED: 3000. 02

Q.00 CHANGE NOTI CE NUMBER CN-01

DATE: March 10, 1994

1. PURPGCSE AND SCOPE. This Change Notice is needed due to the
enact nent of Public Law 103-89, the Performance Managenent and
Recogni ti on System (PVRS) Term nation Act of 1993. This Act
extended the PVRS to Cctober 31, 1993, and provided for its
subsequent term nation effective Novenber 1, 1993.

2. SUWARY COF CHANGES. All references to PVMRS have been
renmoved. The Bureau policy pertaining to the perfornance

eval uation program for non-bargaining unit enpl oyees is changed
to reflect that the rating period for all non-SES enpl oyees w ||
now be April 1 through March 31. Perfornmance-based renoval or
reduction in grade actions for non-SES enpl oyees may be based
only on unacceptabl e performance in one or nore critical

el ements. (Under PMRS, these actions could be based on either
mnimally satisfactory or unacceptabl e performance.)

The annual PMRS nerit increases and performance awards are
abol i shed. After conpletion of the rating period ending

March 31, 1994, fornmer PMRS enpl oyees (who neet regul atory

requi renents) will becone eligible for Quality Step |Increases and
Sust ai ned Superior Perfornmance Awards.

3. TABLE OF CHANGES

Renove | nsert

Program St at enent, pages 1 Program St at enent, pages 1
and 2. and 2.

Chapter 4, pages 2, 3, 19- Chapter 4, pages 2, 3, 19-
24, 29, 30, 33, 34, 37, and 24, 29, 30, 33, and 34

38
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4. ACTION. File this Change Notice in front of Program
St at enent 3000. 02, Human Resource Managenent Manual

\ s\
Kat hl een M Hawk
Di rector



U. S. Departnent of Justice
Federal Bureau of Prisons

Program S

NUVBER  3000. 02
DATE: CON-27 7/21/ 98

Statement SUBJECT:  Humen Resource

1. PURPGSE AND SCOPE. To provide for the recruitnent,

sel ection, pronotion, training, and eval uation of Bureau

enpl oyees and to establish a Human Resource Managenent systemto
conduct these operations.

2. PROGRAM OBJECTIVES. The expected results of this program
are:

a. The Bureau of Prisons will nmaintain a conpetent and
representative workforce.

b. Through various human resource prograns enployees wll have
opportunities for personal growh, professional devel opnent, and
upward nobility potenti al

3. DI RECTI VES AFFECTED

a. Directive Rescinded

PS 3000. 01 Per sonnel Manual (10/1/84)

b. Directives Referenced

PS 3420. 08 St andards of Enpl oyee Conduct (3/7/96)

PS 3451. 03 Awar ds Programns, |ncentive Awards, Bureau of
Prisons (5/10/94)

PS 3713. 19 Affirmative Action Program (11/4/96)

PS 3906. 16 Enpl oyee Devel opnment Manual (3/21/97)

PS 4400. 03 Property Managenent Manual (2/27/96)

PS 5300. 19 Vol unteers and Citizen Participation Prograns

(6/ 30/ 97)
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DA Order 1315.1 Probationary Period for Supervisors and
Manager s

DA Order 1411.2A  Upward Mbility

DA Order 1430.3A Performance Managenent System (PMS) for
General Schedul e and Prevailing Rate
Enpl oyees

DA Order 1511.1B Position Cassification Appeals

DA Order 1511.4B Consultation on Significant Position
Cl assification

DA Order 1630.1D Leave Adm nistration

DA Order 1752.1A Discipline and Adverse Actions

DA Order 2120.6C Report Enpl oyee Tinme and Attendance

DA Order 2710.8 Renoval and Mai ntenance of Docunents

Title 5, United States Code

Federal Travel Regul ations

G vilian Personnel Law Manual Title 2, Chapter 5. E
Title 4, Chapter 2.D.

c. Rules referenced in this Program Statenent are contained in
5 CFR

4. STANDARDS REFERENCED

a. Anerican Correctional Association 2nd Edition Standards for
Adm ni stration of Correctional Agencies: 2-CO 2B-04, 2-CO 1C 01,
2-CO-1C-02, 2-CO1CG03, 2-CO 1G04, 2-CO1CG 05, 2-CO 1C 06,
2-CO- 1C-07, 2-CO-1CG-08, 2-CO-1CG-09, 2-CO-1C-09-1, 2-CO 1C 10,
2-CO-1C- 11, 2-CO1CG 12, 2-CO1CG 13, 2-CO1CG 14, 2-CO 1C 15,
2-CO-1C- 16, 2-CO-1CG 17, 2-CO-1CG 18, 2-CO-1CG 19, 2-CO 1C 20,
2-CO-1C- 21, 2-CO 1G22, 2-CO1C 23, 2-CO 1G24, 2-CO 1C 25.

b. Anerican Correctional Association 3rd Edition Standards for
Adult Correctional Institutions: 3-4006, 3-4007, 3-4008, 4-4009,
3-4010, 3-4011, 3-4012, 3-4024, 3-4040, 3-4048, 3-4049, 3-4050,
3-4051, 3-4052, 3-4053, 3-4053-1, 3-4054, 3-4054-1, 3-4055,

3- 4056, 3-4057, 3-4058, 3-4059, 3-4060, 3-4061, 3-4062, 3-4063,
3-4064, 3-4065, 3-4066, 3-4067, 3-4068, 3-4069, 3-4334.

c. Anerican Correctional Association 3rd Edition Standards for
Adult Local Detention Facilities: 3-ALDF-1A-04, 3-ALDF-1A-05,
3ALDF- 1A- 06, 3- ALDF-1A-07, 3-ALDF-1A-08, 3-ALDF-1A-09,

3- ALDF- 1A-10, 3-ALDF-1A-11, 3-ALDF-1A-12, 3-ALDF-1A-13,
3- ALDF- 1A-21, 3-ALDF-1C-01, 3-ALDF-1C-02, 3-ALDF-1C- 03,
3- ALDF- 1C- 04, 3-ALDF-1C-05, 3-ALDF-1C-06, 3-ALDF-1C- 07,
3- ALDF-1C-07-1, 3-ALDF-1C-07-2, 3-ALDF-1C- 08, 3-ALDF-1C- 09,
3- ALDF-1C-10, 3-ALDF-1C-11, 3-ALDF-1C-12, 3-ALDF-1C 13,
3- ALDF- 1C- 14, 3-ALDF-1C-15, 3-ALDF-1C-16, 3-ALDF-1C-17,
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3- ALDF-1C-18, 3-ALDF-1C 19, 3-ALDF-1C- 20, 3-ALDF-1C 21,
3- ALDF- 1G22, 3-ALDF-1C 23, 3-ALDF-1C- 24, 3-ALDF-1C 25.

d. Standards for Adult Correctional Boot Canp Prograns:

1- ABC- 1A- 06, 1-ABC 1A-07, 1-ABC- 1A-08, 1-ABC-1A-11, 1-ABC 1A-12,
1- ABC-1B- 14, 1-ABC 1C-01, 1-ABC-1C- 02, 1-ABC-1C- 03, 1-ABC 1C- 04,
1- ABC-1C-04-1, 1-ABC- 1C 06, 1-ABC 1C- 07, 1-ABC 1C 08,

1- ABC-1C- 09, 1-ABC 1C- 10, 1-ABC-1C 11, 1-ABC-1C 12, 1-ABC 1C 13,
1- ABC-1C 14, 1-ABC 1C- 15, 1-ABC-1C 16, 1-ABC-1C 17, 1-ABC 1C 19,
1- ABC-1C- 20, 1-ABC 1C- 22, 1-ABC- 1C 23, 1-ABC-5B-08, 1-ABC 4E-09,
1- ABC-1G 01, 1-ABC-1G 02, 1-ABC-1G 03, 1-ABC 1G04, 1-ABC-1G 06,
1- ABC- 1G 07.

5. DISTRIBUTION. This Manual is avail able on BOPDOCS CDROM as
an el ectroni c publication.

/sl
Kat hl een Hawk Sawyer
Director
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171.1 HUVAN RESOURCE MANAGEMENT MANUAL ORGANI ZATI ON AND USE

The Human Resource Managenent Manual is organi zed by sections and
chapters, nunbered to coincide with the subject-matter
classification and nunbering system of the Federal Personnel
Manual .

The material in this manual supplenents the |aws, regul ations and
instructions in Title 5, United States Code, 5 CFR the Federal
Per sonnel Manual and Departnent of Justice Orders. Users are
cautioned not to rely on this manual as the sole source of

i nformati on and gui dance. References are provided at the

begi nni ng of nost chapters to guide the user to additional
sources of information.

The Bureau Personnel Director is responsible for maintaining and
updating this manual. Changes will be coordi nated and publi shed
t hrough the Bureau of Prisons directives distribution system as
change noti ces.

Enpl oyees have access to any and all information in this nmanual
and may have copies of any portions of it.
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250.1 DELEGATI ON OF AUTHORI TY, PERSONNEL MANAGEMENT
1. PURPGSE AND SCOPE. To redelegate the Director's authority on

managenent of human resources. (These redel egations are shown in
tabular formin Attachnment 2-1)

2. DI RECTI VES AFFECTED

Directive Rescinded

PS 3511. 09 Position Description, Cyclic Review - Central
Ofice (6/14/93)

Directive Referenced

5 U S.C. Chapter 51.

3. DELEGATIONS. The Director hereby del egates through the

Assi stant Director, Human Resource Managenent Division (HRMD),
and the Assistant Director, Industries, Education, and Vocati onal
Training (I E&VT), the authority to take action on the

appoi ntment, direction, and general adm nistration of personnel
to the respective Chief Executive Oficers.

Per sonnel actions involving SES nenbers, candi dates, or

positions nust be approved by the Director, Bureau of Prisons.
Classification actions will be prepared locally and forwarded to
Pay and Position Managenent (PPM for processing. *

The Bureau Personnel Director has the authority to revoke or
suspend classification authority. Position classification is
initiated at the servicing personnel office |evel, excluding
trainee positions controlled by Central Ofice with
classification authority del egated to PPM

a. Di rector.

(1) Selection Authority. The Director retains selection
authority and final approval for the follow ng:

(a) Enmpl oynent of ex-felons; and

(b) Positions at the GS-13 | evel and above, except for
medi cal and dental officers.

(2) Pronotion Selections. For pronotions to the G5 13
| evel and above in the 006 and 1101 series, the ful
Executive Staff nmust concur with the potenti al
sel ection, and the Director nust approve the sel ection.
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For pronotions in all other series at the GS-13 | evel and
above, the selecting Regional or Assistant Director needs the
concurrence of the selectee's Regional or Assistant Director.
Wien the Regional Director is the selecting official, the
concurrence of the Assistant Director over the discipline to be
filled is needed. Final approval rests wth the D rector

(3) Reassignnent Selections. For reassignnents to the
GS-13 level and above in the GS-006 and GS-1101 series, clearance
requi renents are as follows:

(a) Institution-based Positions. Full Executive Staff
concurrence is required along with the Director’s approval

(b) Associate Warden Positions. Reassignnments of
Associ ate Wardens between program areas (e.g., operations to
prograns) do not require Executive Staff involvenent since the
i ndi vidual is remaining at the sane | ocation.

(c) Intra-Regional Ofice Mvenent. Reassignnents
within a regional office require concurrence of the Regional
Director and the Assistant Director(s) over the discipline to be
filled and the discipline vacated by the enpl oyee, with final
approval by the Drector.

(d) Intra-Central Ofice and Training Center Myvenent.
Reassi gnnments within a Central Ofice Division or within a
Training Center require the Assistant Director to seek approval
fromthe Director.

For reassignnents in all other series at the GS-13 and
above, the selecting Regional or Assistant Director needs the
concurrence of the selectee’s Regional or Assistant Director. In
addition, final approval fromthe Director is required. *

(4) Preparation of the SF-52 for Selections. The Staffing
Section, Central Ofice, will prepare SF-52s for all Warden and
Associ ate Warden sel ections nade by the Executive Staff. The
SF-52 for all other pronotion and selection actions wll be
prepared by either the regional human resource managenent (HRM
office, or inthe Central Ofice, by the specific division
af fected by the action.

(5 Notification of Selections. Notification of al
sel ections GS-13 and above will be provided to the Assistant
Director, HRVD, by the selecting Regional or Assistant Director.
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(6) Signatory Authority for Selections. Signatory
authority for selections nade through the Managenent Sel ection
Systemis delegated to the Assistant Director, HRVD. For al
ot her GS-13 and above positions where the Director retains
sel ection authority, the appropriate Regional or Assistant
Director may sign the pronotion board docunents upon concurrence
of the Director. Authority for career |adder pronotions rests
wi th the del egated signatory authority of the respective
posi tion.

b. Assistant Directors, Senior Deputy Assistant Directors, and
Directors of Staff Training Centers

(1) Selection Authority.

(a) Assistant Directors and the Senior Deputy Assistant
Director, Program Review Division, are del egated sel ection
authority for the foll ow ng:

(1) GS-12 level and belowin the Central Ofice;

(2) Federal wage system (FW5) positions in the Central
Ofice; and

(3) Central Ofice controlled positions, including
trainees in the particular discipline.

(b) The Assistant Director, |IE&VT is del egated sel ection
authority for the following GS-12 and bel ow positions:

(1) UNICOR field positions - factory manager,
assistant factory manager, general foreman (or
| ead foreman supervising staff), industrial
manager, industrial specialist, business manager,
assi stant busi ness nmanager, quality assurance
manager, plant controller, and conputer speciali st
positions.

(2) UNICOR positions during the activation of new
factories until all positions are initially
filled. The selection authority for del egated
positions will revert to the Warden level with
concurrence of the Assistant Director, |E&VT

(3) Any change in the classification of a UNI COR
position requires the approval of the Assistant
Director, |E&VT.
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(c) The Assistant Director, National Institute of
Corrections (NIC), has selection authority for all GS-12 and
bel ow NI C posi tions.

(d) The Assistant Director, HRVD, has selection
authority for positions at the GS-12 level at staff training
centers. *

(e) The Directors of staff training centers have
sel ection authority for positions below the GS-12 |evel at
training centers.

(2) Preparation of the SF-52 for Selections. The Staffing
Section, HRVD, will prepare SF-52s for Central Ofice controlled
trainee positions. For all other positions in the Central
Ofice, including Central Ofice controlled positions other than
trainees, the appropriate divisions will initiate the SF-52s.
Human resource staff at staff training centers wll initiate
their SF-52s and UNNCOR will initiate SF-52s for UN COR

(3) Position Managenent and Contr ol

(a) The Assistant Director, HRVD, has authority for
positi on managenent of all Bureau of Prisons’ positions.

(b) The Assistant Director for the Adm nistration
D vision has authority for the allocation and accounting of all
Bureau of Prisons’ positions.

(c) The Assistant Director, |E&VT, has authority over
all UNICOR positions and is responsible for ensuring position
accounting and position managenent files maintained by the
Adm ni stration Division and HRVMD are accur at e.

(d) The Assistant Director, NIC, has authority over all
NI C positions and is responsible for ensuring position accounting
and position nmanagenent files maintained by the Adm nistration
Di vision and HRVD are accurate.

c. Central Ofice Human Resource Manager (HRM .

Classification Authority. The Central Ofice HRMi s
del egated classification authority for the foll ow ng:

(a) Central Ofice positions at the G512 and bel ow
grade | evel;

(b) Central Ofice FW5 positions; and
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(c) Medi cal and dental officers at the GS-15 level in
the Central Ofice.

d. Pay and Position Managenent (PPM Section

(1) dassification. PPMis delegated classification
authority for the follow ng positions:

(a) UNICOR field positions - superintendent of
i ndustries, factory manager, assistant factory manager, general
foreman (or |lead foreman supervising staff), industrial nmanager
i ndustrial specialist, business manager, assistant business
manager, plant controller, conputer specialist, and quality
assurance manager positions;

(b) Trainee positions controlled by Central Ofice; and
GS-13 level and above, with the exception of nedical and dental
officers, and attorney positions. *

(2) Signatory Authority. The Assistant Director, HRVD, has
final approval authority for the above positions. Signatory
authority is delegated to the Bureau Personnel Director.

e. Central Ofice CGeneral Counsel (OGC)/ O fice of Attorney
Per sonnel Managenent ( OCAPM

(1) Personnel Actions. Personnel actions involving
attorneys, law clerks, and | aw students require final approval
from OGC or by OAPM depending on the action. All attorney
personnel actions (i.e., enployee actions) will be initiated by
OGC, with final approval by the Assistant Director, OGC and OAPM
as necessary. Attorney personnel actions requiring OGC approval
i nclude pronotions, transfers, selected voluntary reassi gnnents,
and conversion to full-tine or part-tine enploynent. Adverse
actions involving suspensions of 14 days or |ess for non-Senior
Executive Service attorneys require approval fromthe Assistant
Director, Ceneral Counsel. Suspensions beyond 14 days require
OAPM approval . After approval by OGC, the SF-52s will be
returned to the servicing HRM office for processing.

The servicing HRM office will maintain the Oficial
Personnel File (OPF) for attorney, law clerk, and | aw student
positions. The sane rules and regul ati ons regarding the
protection and mai ntenance of OPFs wi || apply.

HRVs shoul d consult with OGC, as necessary, on human
resource issues involving attorneys and paral egal s.
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(2) dassification Actions. QOAPMis del egated
classification authority for all attorney, |law clerk, and | aw
student positions. The local HRMoffice will initiate al
position actions and forward to OGC for approval. Wen
necessary, the position action will be forwarded to OAPM f or
final approval. After approval, O will forward to PPM for
processi ng.

A current listing of standardi zed attorney position
descriptions is avail abl e on BOPDCCS.

f. Regional Directors

(1) Selection Authority. Regional D rectors are del egated
sel ection authority for the follow ng:

(a) Regi onal office positions at the GS-12 | evel and
bel ow;
(b) Engi neer, architect, regional comunication

speci alist, community prograns nanager, and B&F
positions, after consulting wth the appropriate
Assi stant Director;

(c) Par al egal specialist at and bel ow the GS-12
| evel (institution and region). In addition,
consultation wth O is required prior to
sel ection or pronotion to the G5 12 |evel;

(d) Conmput er specialists after consultation with the
Assistant Director, Information, Policy, and
Public Affairs; and

(e) I nstitution departnent and assi stant departnent
head positions at and below the G512 level. For
pur poses of this section, enployee devel opnent
manager, case managenent coordi nator, staff
psychol ogi st (GS-12/13), staff chaplain,
correctional supervisor (including special
i nvestigative agent), and general foreman are
considered to be at the departnment head or
assi stant departnment head level. Wen filling
institution departnent heads, Regional Directors
must consult with the appropriate Assistant
Director of the discipline for which the selection
i s being nade.

(2) Preparation of the SF-52 for Selections. Regional
human resource staff are responsible for preparing the SF-52s for
personnel actions outlined above as well as for all G5 13 and
GS-14 level positions falling within their del egated authority.
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SF-52s resulting fromthe Managenent Sel ection System (Warden and
Associ ate Warden) are excluded and will be prepared by the
Staffing Section.

g. Regional Human Resource Adm nistrators (HRAS)

(1) dassification Authority. Regional HRA'S are del egated
classification authority for the follow ng:

(a) Institution and regional office FW5 positions, with
t he exception of UNICOR FW5 positions which supervise staff,
i.e., general foreman, which are classified by PPM and

(b) Those positions identified under selection authority
for Regional Director, below the GS-13 |evel.

(2) Regional HRM O fices are responsible for ensuring the
classification for new institutions, including UNI COR positions,
is conpl et ed.

(3) Position Managenent and Control. Regional Directors
have authority to manage all positions in their respective
regi on, excluding UNICOR, Trust Fund, B & F, and Central Ofice
controll ed positions.

h. Wardens

Selection Authority. Wardens are del egated sel ection
authority for the foll ow ng:

(a) Medi cal and dental officers;

(b) FWE and GS positions considered bel ow the
assi stant departnent head | evel; and

(c) War dens must consult with the Assistant Director,
Heal th Services Division, on selection of clinical
di rector positions.

i. Institution Human Resource Managers (HRMs)

(1) dassification Authority. HRM S are del egated
classification authority for positions delegated to their
organi zational level for selection, i.e., GS positions below the
assi stant departnent head level, with the foll ow ng exceptions:

(a) GS- 13 and above positions, wth the exception of
medi cal and dental officers;
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(b) FWE positions;
(c) Trai nee positions which are delegated to PPM and

(d) UNI COR positions with classification authority
del egated to PPM

(2) Institutions will conplete the classification of UN COR

positions delegated to their level. |If there is a change in the
classification, forward the SF-52, position description, and
eval uation directly to the personnel |iaison conponent of the

UNI COR Central O fice Support Division for the Assistant
Director's signature on the SF-52.

J. Mscell aneous

(1) Statenent of Difference. A statenent of difference for
all general schedule positions may be established and aboli shed,
as necessary, at the |level where the position exists. It is not
mandatory to process a personnel action to establish a statenent
of difference.

(2) Annual Position Review. Annual position reviews,
required by DQJ, will be done at the |ocation where the position
exists. If only mnor changes are nmade as a result of the
position review, the position does not need to be reclassified
and issued a new master record nunber (MRN). The reviewer wll
docunent the review on the bottom of the position description
cover sheet. |If a position description needs to be rewitten,
final classification action will be taken at the del egated | evel
of authority.

(3) Leave. The imedi ate supervisor has authority to
approve annual |eave and sick | eave. For advanced annual | eave,
advanced sick | eave and periods of |eave w thout pay (LWOP) |ess
than 52 weeks, the Chief Executive Oficer (for institution
enpl oyees), Regional Director (for regional office enployees) and
branch chief (for Central Ofice enpl oyees) retains approval
authority.

Al LWOP requests for attorneys require approval fromthe
regi onal counsel or associ ate general counsel as appropriate,
after consultation with OGC or designee.

The Director retains approval authority for consecutive
periods of LWOP of 52 cal endar weeks or nore.
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(4) Hours of Wrk. Assistant Directors, Regional Directors
and Chi ef Executive Oficers have the authority to nodify the
basic work week to neet the needs of the service within their
organi zational levels. The authority to approve conpressed work
schedules is delegated to the local level wwth OGC performng a
| egal and technical review

(5) Disciplinary and Adverse Actions. Assistant Directors,
Regi onal Directors, and Wardens have the authority to take
di sci plinary and adverse actions agai nst subordi nate enpl oyees in
their organizations. The deciding official should normally be at
| east two supervisory |levels above the enployee. Variations to
fit unique circunstances are permtted and nothing in this
section precludes the deciding official being at a higher |evel
t han specified.
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293.1 PERSONNEL RECORDS AND FI LES

1. PURPGSE AND SCOPE. To communi cate regul ati ons and
instructions for establishnment, maintenance and di sposition of
the Oficial Personnel Folder (OPF) and the Enpl oyee Perfornance
File (EPF) which are contained in the current Federal Personnel
Manual (FPM Suppl ement on record keeping. |In addition to the
OPF and EPF, HRM offices will establish and maintain an

i ndi vidual Payroll File for each enpl oyee for whomit maintains
an OPF. O her personnel records and files include the security
file (see section 731.1) and disciplinary and adverse action
files (see section 750.1). Filing and disposition of fornms and
docunents used exclusively by the Bureau of Prisons are listed in
Attachnment 2-2.

2. DI RECTI VES AFFECTED

Directive Referenced

FPM Suppl emrent 293. 31

3. LOCATION. Each HRMoffice will maintain the OPF, EPF and
Payroll File for each enployee it services, including Chief
Executive Oficers.

4. TRANSFER OF FILES WTH N THE BUREAU CF PRI SONS. Wen an
enpl oyee noves fromone institution or office wthin the Bureau
of Prisons to another, the losing HRM office will gather and
forward to the gaining HRM of fice the OPF, EPF, Payroll file and
medi cal file as soon as possible after the effective date of the
nmove. It is not necessary for the gaining office to request the
files fromthe losing office via a copy of the SF-50.

5. USE OF I NMATES WTH EMPLOYEE RECORDS. No inmate may naintain
or process any fornms or records pertaining to enployees. This
restriction includes, but is not limted to, tinme and attendance
reports, training records, travel authorizations and vouchers and
work-related injury reports. Each function which requires
handl i ng such records nust be perfornmed by a civilian enpl oyee of
t he Bureau of Prisons.
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293. 2 REMOVAL OF OFFI Cl AL DOCUMENTS

1. PURPCSE AND SCOPE. To establish docunent renoval procedures
for separating and/or relocating enployees. Departnment of
Justice procedures require all enployees who are separating from
the Departnent of Justice to conplete and sign a docunents
removal certification. 1In addition, enployees who are relocating
to another BOP facility nmust conplete and sign a simlar
certification.

2. DI RECTI VE AFFECTED

Directive Referenced

DO Order 2710.8 Renoval and Mi ntenance of Docunents

3. PROCEDURE. Attachnent 2-3, Departnent of Justice Docunent
Renoval Certification, is a conbined docunents renoval
certification for enployees |eaving the Departnent of Justice,
rel ocating wwthin the Bureau of Prisons, or transferring to

anot her organi zation within the Departnment of Justice. HRM
offices will ensure that enployees conplete the appropriate part
of the formduring their clearance process. The form may be
reproduced | ocally.
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294.1 AVAI LABI LI TY OF OFFI Cl AL PERSONNEL | NFORVATI ON

1. PURPGCSE AND SCOPE. Subject to the provisions of this chapter
and policy and regul ations of the Ofice of Personnel Mnagenent,
t he Bureau of Prisons shall nmake personnel information avail able
to its enpl oyees, Federal officials and the public.

2. DI RECTI VES AFFECTED

Directives Referenced

a. FPM Chapter 294.1.
b. 5 CFR 297. 402
C. 5 CFR 297. 301

3. CUSTODI ANS OF PERSONNEL RECORDS. Human Resource Managers at
all levels of the organi zation are designated as the offici al
cust odi ans of personnel records pertaining to the enpl oyees for
whom t hey provi de human resource nmanagenent services. They are
responsi bl e for safeguardi ng such records to prevent their

unaut hori zed di scl osure and for making determ nations in
accordance with this chapter and FPM i ssuances as to the
propriety of release of personnel information.

4. TIME AND PLACE VWHERE | NFORVATI ON MAY BE OBTAI NED. Nornmal |y,
cust odi ans of personnel records will nake information avail abl e
during regul ar business hours on regul ar busi ness days.

5. RESPONSE TO SUBPCENAS. Designated custodi ans of personne
records wll be guided by the FPM and 5 CFR 297.402 in respondi ng
to a subpoena for personnel records under their control.
Questionabl e cases may be referred to the Ofice of Legal Counsel
for guidance. Institution and Regional Ofice HRMs may refer
guestionabl e cases to their respective Regi onal Counsel.

6. EMPLOYEE ACCESS TO | NFORVATI ON. Enpl oyees, fornmer enpl oyees
and their representatives designated in witing, may reviewtheir
personnel records in the servicing HRM of fi ce.

7. SENSI TI VE PERSONNEL | NFORVATI ON.  Any docunent which has an
i ndi vidual's nanme and soci al security nunber in conbination is

regarded as "DQJ Sensitive" and nust be physically safeguarded

agai nst unaut hori zed use and di scl osure.
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8. | NFORVATI ON AVAI LABLE TO THE PUBLIC. The foll ow ng
information is in the public domain and nmay be rel eased w thout
t he enpl oyee' s aut hori zati on:

a. Narme

b. Present title, series, grade, salary, duty station
C. Past titles, series, grades, salaries, duty stations
d. Posi tion description, and

e. Per f ormance standards (not performance rating)

Not e that enpl oyee's hone addresses and tel ephone nunbers
are not public information and nay not be nmade available to
the public. One exception to this provision is that an

enpl oyee' s hone address may be furnished to a police or
court official upon receipt of a proper request stating that
t he enpl oyee is involved in a nonsupport or crimnal offense
and the hone address is needed for service of |egal process.

9. | NFORVATI ON WHI CH MAY BE RELEASED W TH THE EMPLOYEE' S
CONSENT. I nformation concerning performance, attendance, conduct
or work quality of an enployee or fornmer enpl oyee may be rel eased
with the signed witten consent of the enpl oyee or forner

enpl oyee. Any such information provided nust be specific,

factual and wel | -docunented by the records. HRMofficials and
others who receive inquiries nust be careful not to offer
unsubst anti at ed opi ni ons or comments.

The enpl oyee's consent is not required to provide this
informati on when the information i s subpoenaed or court-ordered.
In addition, applying for a position is inplied consent fromthe
enpl oyee to rel ease information

10. RESTRICTED | NFORVATI ON. I nformati on about pre-enpl oynment
interview results, arrest records or any phase of pre-enploynent
screeni ng or background investigations should not be disclosed to
anyone except Bureau of Prisons, Departnent of Justice or Ofice
of Personnel Managenent officials involved in making suitability
or qualifications determ nations, or conducting an offici al
investigation. Disclosure of such information within the Bureau
of Prisons is restricted to those who need to know t he
information in order to performtheir official duties.

11. 1 NFORVATI ON CONCERNI NG EMPLOYEE TERM NATION. I nformation
concerning fornmer enployees who were term nated or renoved from
their position is particularly sensitive. Release of such




information, even with the witten consent of the forner
enpl oyee, nust be specific, factual and well-supported by the
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records. Because they have limted appeal rights and, therefore,
little chance to refute the allegations agai nst them and because
the reason for termnation is not normally docunented in the

O ficial Personnel Folder, the reason for probationary enpl oyees'
term nations should not be disclosed outside the Bureau of

Pri sons.

Cccasionally, the Bureau of Prisons agrees to resolve an adverse
action appeal by accepting the enployee's resignation in |lieu of
removal and agreeing to provide "neutral"™ vouchering to
prospective enployers. HRMofficials responding to requests for
information in these cases nmust be especially m ndful of these
agreenents and ensure that the terns of the agreenent are net.
HRM of ficials should caution supervisors and others who may
receive inquiries in these cases to refer all inquiries to the
HRM of fice for response.

12. QUESTI ONS AND COMPLAI NTS. Enpl oyees who believe their
personnel records contain inaccurate information should attenpt
to resolve the discrepancies with their servicing HRM office. |If
the matter is not resolved at that level, it my be referred to

t he Regi onal HRM and the Bureau Personnel Director. Requests for
correction of records will be handled in accordance with 5 CFR
297. 301.

Conpl ai nts or appeal s regardi ng the discl osure or w thhol ding of
personnel information may be referred to the Bureau Personnel
Director or nmay be processed under the appropriate grievance

pr ocedure.
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295.1 BUREAU OF PRI SONS' CREDENTI ALS, | DENTI FI CATI ON CARDS
AND RETI REES' | DENTI FI CATI ON CARDS

1. PURPOSE AND SCOPE. To establish policy and procedures for
i ssuance and control of personnel identification cards for Bureau
enpl oyees.

2. CREDENTI ALS

a. Federal Bureau of Prisons' credentials consist of a wallet
style holder with two pockets containing a nane/title card in the
upper pocket and a picture/signature card in the | ower pocket.

b. Credentials shall be issued to:

Central and Regional Ofice enployees, GS-12 and above;
I nstitution departnent heads;

Staff Training Center enployees GS-12 and above;

Communi ty Corrections Managers, including CCM trainees;

O O OH OH

Upon request, any enpl oyee having at |east five years
of service with the Bureau; and *

# Any Public Health Service (PHS) enpl oyee who neets one
or nore of the above conditions.

3. | DENTI FI CATI ON CARDS. Federal Bureau of Prisons
identification cards are the wallet size BP-370. An
identification card will be issued to each enpl oyee (including
PHS) not eligible to receive a Bureau credential. Enployees who
are issued a credential may, at their request, also be issued an
identification card.

4. RETI REMENT | DENTI FI CATI ON CARDS. Retirenent ldentification
Cards will be issued to all enployees upon retirenent and to any
Bureau retiree upon request. The cards are issued in tw parts:
one part contains the nanme, years of service and retirenent date;
the second card contains the retiree's photo, last position title
and | ast duty station. Wen issued, the cards will be | am nated
and placed in the wallet style holder which held the retiree's
credentials. The credential cards are then properly discarded.
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5. ORDERI NG PROCEDURES. The Security and Background

| nvestigation Section (SBI'S) shall annually supply credential and
identification cards to the regional HRM offices. Regional HRM
offices shall notify SBIS of their annual requirenments by March
31 each year

Regi onal HRM of fices shall provide and issue credential and
identification cards to institution HRM offices as needed.

The Benefits, Awards, and Professional Devel opnment Section (BAPD)
shall order retirement identification cards on an as needed basis
and distribute them as requested, to regional HRM of fices.

6. CONTROL AND ACCOUNTABI LITY. Credential picture/signature
cards and identification cards are nunbered. SBIS shall nmaintain
accountability of cards issued to regional offices by |ogging the
nunbers of the cards issued to each office. Simlarly, regional
HRM of fi ces shall docunent the nunbers of cards supplied to their
institutions. Regional HRM offices shall type the initials of
their office (NERO, MARO SERO, SCRO, NCRO or WRO) next to the
nunber on each picture/signature card before issuing it to an
institution or individual so that the issuing office can be
notified of the final disposition of the card.

Each HRM of fice shall maintain a | og of credentials and
identification cards issued to individual enployees. The |og
shal | include the card nunber, nanme and signature of the enpl oyee
to whom i ssued, date issued, final disposition (reported |ost,
returned or destroyed) and date of final disposition. Credential
and identification cards and the |l og shall be stored in a secure
| ocation to prevent unauthorized distribution.

Retirenent identification cards are not nunbered but they should
be |l ogged to record the date of issuance. The cards nust al so be
stored in a secure location to prevent unauthorized distribution.

7. PREPARATI ON OF CARDS. A photograph of the enployee shall be
affixed to the credential or identification card. The photograph
must be of the enpl oyee's head and shoul ders, in color, against a
I i ght background and conformto the outline on the card.
Credential nane/title cards, picture/signature cards,
identification cards and retirees' identification cards will be

| am nat ed before i ssuance to the enployee or retiree. The Bureau
Personnel Director is authorized to sign credenti al

pi cture/signature cards for Central Ofice staff. Regional Human
Resource Adm nistrators are authorized to sign credenti al

pi cture/signature cards for regional office staff. Human *
Resource Managers at all levels are authorized to sign credenti al
pi cture/signature cards and identification cards (BP-370) issued
at that |ocation.
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When a credential ed enpl oyee changes positions or duty stations,
only the nane/title card nust be reissued. The picture/signature
card may remain the sane or, at the enpl oyee's request, be

rei ssued.

Enpl oyees are responsi ble for requesting new credentials or

identification cards to reflect changes in nane, title or
appear ance.

8. DI SPOSI TI ON OF CREDENTI ALS AND | DENTI FI CATI ON CARDS

a. Separation fromthe Bureau of Prisons. Upon an enpl oyee's
separation fromthe Bureau of Prisons, the |local HRM office w ||
insure that the enployee returns his/her credential and/or
identification card and will so annotate their |og.

b. Relocation to Another BOP Facility. Wen an enpl oyee noves
fromone BOP | ocation to another, he/she retains the credenti al
and/or identification card. Upon arrival at the new | ocati on,
the new HRM of fice i ssues new identification, receives the old
one(s) and notifies the office which issued the old
identification that it has been destroyed.

c. Lost or Stolen Identification. Enployees are responsible
for reporting lost or stolen identification to their servicing
HRM of fice no | ater than the next business day after they becone
aware of it. Enployees nust provide as nany details as possible
about the | oss, including date and circunstances, if known.

HRM of fices wll imrediately notify the Chief of SBIS, of the
loss in witing, including the enployee's nane, social security
nunber, identification nunber and details regarding the |oss.

The Chief of SBISw Il transmt information on all |ost or
stolen credentials and identification cards through the Sentry
electronic mail system Front entrance officers and control room
of ficers have access to this information on Sentry so that they
can determ ne whether any unfamliar identification has been
reported as | ost or stolen.

9. USE OF CREDENTI ALS AND | DENTI FI CATI ON CARDS. Federal Bureau
of Prisons credentials, identification cards, governnent driver's
|icenses or badges will not be used to coerce, intimdate or
deceive others or to obtain any privilege or article not

ot herwi se authorized in the performance of official duties. Only
credentials or identification issued by the Federal Bureau of
Prisons may be used by enpl oyees for official purposes.

Enpl oyees are not permtted to obtain or use identification
badges i ssued by ot her sources which give the appearance of being




an official Federal Bureau of Prisons or | aw enforcenent
credenti al .
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300.1 EMPLOYEE VOLUNTARY SERVI CES

Enpl oyees will not be pressured to performany services w thout
conpensation; that is, enployees will not be asked to perform
vol untary services under conditions which woul d make t hem f eel
they nust agree to do so. It is acceptable to post a general
notice to enpl oyees regardi ng vol unteer opportunities and

i nstructions about whomto contact if an enpl oyee wi shes to

vol unt eer; however, in no case will a public sign-up form be used
nor will enpl oyees be approached personally and asked to
volunteer. Volunteer work cannot be a continuation of the

enpl oyee' s regular duties. No inappropriate references to
volunteer activities will be made on any docunents used in
performance eval uation, merit pronotion, or incentive awards.
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308.1 YOUTH AND STUDENT EMPLOYMENT PROGRAMS

1. PURPGSE AND SCOPE. To communi cate regul ati ons and
instructions for youth and student enploynent prograns. The
obj ectives of the student enploynent prograns are to acquai nt
students with career opportunities in the Federal Bureau of
Prisons; provide meani ngful work experience directly related to
the student's academ c field of study; devel op positive

rel ati onshi ps between the Bureau of Prisons and academ c
institutions; and devel op | ong-range recruiting sources for

per manent enpl oynent.

2. DI RECTI VES AFFECTED

Directives Referenced

a. 5 CFR 213. 3202
b. 5 CFR 316. 402
c. E O 12015

3. TYPES OF STUDENT EDUCATI ONAL EMPLOYMENT PROGRAMS. St udent
educati onal enpl oynent prograns fall into two naj or categories:

t he Student Tenporary Program (which includes sumrer positions
and interns) and the Student Career Experience Program It is
essential that Human Resource Managers understand the differences
in these types of student enploynent as the eligibility,

requi renents, and terns of appointnent vary.

4. SUVMER EMPLOYMENT

Appoi ntment Authority: 316.402(a).

Enconpassed by the Student Tenporary Enploynment Program sunmmer
enpl oynent is sinply a tenporary appoi ntnment which begins after
May 12 and ends before COctober 1. Sunmer enpl oynent positions
are not limted to students. Also, unlike other student

enpl oyment prograns which are specifically designed to provide
academ c-rel ated work experience, sunmer enploynent positions may
be used to supplenent the regular conpl enent during periods of
absences. Summer enpl oynent positions may be funded and
distributed by Central Ofice through the Regional Ofices, or be
funded and operated locally at the institutional |evel.
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5. INTERN, 1040 HOUR APPO NTMENTS, GS-9 AND BELOW

Appoi ntment Authority: Schedule B, 213.3202(a).

| ndi vi dual s appoi nted under this authority nust be enrolled or
accepted for enrollnent at an accredited school in a degree-
seeki ng academ c or vocational program for at least a half-tinme
course | oad. Appointees in these positions may work up to 1040
hours per fiscal year, either full-time or part-tinme, as long as
the student's work schedul e does not interfere with his/her
academ c¢ schedule. The school nmust submt an official letter
certifying the student's current enroll nent.

6. | NTERN, ONE YEAR TEMPORARY APPQO NTMENT

Appoi ntmrent Authority: Schedule B, 213.3202(a).

These are internships for professional positions, filled by
graduate students. |In the Bureau of Prisons, these appointnents
are used for Psychology Interns. The work nust be used to neet
academ c requirenents toward a graduate degree. The coll ege or
university nmust submt a letter signed by a school official
certifying the student's current enroll nent.

7. CAREER EXPERI ENCE

Appoi ntment Authority: Schedule B, 213.3202(b).

The Career Experience Programinvolves a |onger termrelationship
bet ween the student and the Bureau of Prisons than do
internships. The work nust be directly related to the student's
major field of study. There nust be a formal witten agreenent
bet ween the Bureau of Prisons and the academ c institution.

Car eer experience students are eligible for non-conpetitive
conversion to a career-conditional appointnent in a professional,
technical, or admnistrative position after successfully
conpleting their education and work experience.

a. Witten Agreenents. The Staffing Section will initiate and
t he Bureau Personnel Director will sign agreenents on behal f of
the Bureau of Prisons covering positions controlled and funded by
Central Ofice.

b. Eliqgibility. Students must be enrolled or accepted for
enrol Il ment at an accredited school in a degree-seeking academ c
or vocational program and taking at |least a half-tinme course
| oad. The academ c institution nust provide certification that
the student is enrolled. Students may be termnated fromtheir
appointment at any tine for any of the foll ow ng reasons:
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resignation; change to a curriculumwhich will not qualify the
student for the position; suspension, expulsion or wthdrawal
fromthe educational institution; unsatisfactory work
performance; failure to maintain academ c standards; physical
unfitness for duty; or inability of the agency for adm nistrative
reasons to retain the student in the position.

c. Wrk Schedule. Students may be appointed at any tine
during the year and a student's work schedule may be full-tinme or
part-tinme, as long as the student's work schedul e does not
interfere with his/her academ ¢ schedule. Students nust conplete
a mninmum of 640 hours of work to be eligible for non-conpetitive
conver si on.

d. Conpletion of Work Period. Students are carried on the
rolls as enployees during the entire period of their career
experience appointment. During periods when the student is
attendi ng school full-tinme, the student is carried in Leave
Wt hout Pay status. The supervisor nust conplete a performance
review appraisal at the three, six, and nine nonth intervals, and
a 12 nonth final performance appraisal

8. BENEFITS. Travel and transportation expenses for relocation
will not be authorized for students. A participant in these
prograns is eligible for health benefits and life insurance if
hi s/ her appointnment will exceed one year. Participation in the
retirement systemis automatic if the appoi ntnent exceeds one
year. |f the appointnent is for |less than one year and it is
unlikely the student will be eligible for conversion to a

per manent appoi ntnment, the student will be covered by FICA A
student accrues | eave based on his/her work schedule and in
accordance wth applicable | eave regulations for full- or part-
ti me enpl oyees.

CONVERSI ON TO CAREER CONDI TI ONAL EMPLOYMENT

Career experience students may be converted non-conpetitively to
a career or career-conditional appointnent to the target position
w thin 120 days foll ow ng successful conpletion of their
educational and work experience requirenents. Students nust neet
the qualification standards for the position they are being
converted into and the position nust be in the field, or in a
closely related field, for which the students were trained. *

Al work hour requirenents nust be conpleted prior to graduation.
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308. 2 SERVI CES OF VOLUNTEERS

1. PURPGCSE AND SCOPE. The Federal Bureau of Prisons and/or any
of its facilities may, as appropriate, enter into agreenents with
recogni zed educational institutions to provide opportunities for
students to obtain educationally related and neani ngful work
experience consistent wwth the m ssion and needs of the Bureau of
Prisons, provided that in no circunstances wll such services be
used to displace any enployee or to staff any vacancy which is a
normal part of the workforce.

2. DI RECTI VES AFFECTED

Directives Referenced

a. Current FPM Suppl enment on NFC codi ng and keyi ng
instructions for volunteers.

b. 5 USC 3111 (c¢) (1)
c. 28 USC Sections 2671 - 2680

3. DEFI N TI ONS

a. Volunteer or Voluntary Service. Service perfornmed by a
student w thout conpensation and with the agreenent of the
educational institution at which the student is enrolled. Such
service may be accepted for an initial period not to exceed six
months on a full-time or substantially full-tinme basis.

Ext ensi ons may be authorized by the enpl oying organizati on.

Addi tional periods of full-time service may be accepted for
simlar periods of tinme, provided that subsequent service follows
at | east a senester or equivalent of study in the educational
institution. This |imtation does not apply to a student

si mul t aneously working and attendi ng school on at |east a half-
time basis.

b. Student. An individual who is enrolled not |ess than half-
time in a high school, trade school, technical or vocationa
institute, junior college, college, university or conparable
recogni zed educational institution. An individual is deenmed not
to have stopped being a student during an interimbetween school
years if that interimperiod is not nore than five nonths and if
t he student denonstrates to the satisfaction of the appointing
officer that he or she has a firmintention of continuing to
pursue a course of study or training in the sane or different
educational institution during the next school term

c. Half-Tinme Student. A student enrolled in and carryi ng any
conbi nation of courses, research projects or special studies




whi ch neets one half of the mnimumfull-tinme academ ¢ workl oad
st andards and practices of the educational institution in which
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the student is enrolled. Witten certification fromthe
educational institution may be accepted as proof of half-tine
status if there is any doubt the student neets this requirenent.

d. Recogni zed Educational Institution. An institution
accredited by an appropriate organization or an institution with
an accredited curriculum This requirenent is net when a public
or private secondary or vocational school is accredited by a
| ocal board of education, a technical or professional association
or by any other recogni zed accrediting organi zation. The sane
criteria apply to accreditation of institutions of higher
| earni ng. Correspondence courses, courses being audited w thout
credit or short-term non-accredited prograns are not acceptable.
Students nust generally be enrolled in and attendi ng the school
on a residential basis.

4. Agreenents. Under the law, the perm ssion of the educational
institution is prerequisite to the acceptance of voluntary
service. Accordingly, a witten agreenent will be entered into
bet ween the enpl oyi ng organi zati on and the educati onal
institution. The agreenent should describe the relative
responsibilities of the school, the student and the enpl oying
organi zation; the general nature and purpose of the work to be
assi gned; whether or not such work is to be creditable for

educati onal purposes; any reports or evaluations required by the
school ; a work schedul e; the probable duration of the service and
sonme nethod of tinmekeeping. To conply with the law, the
agreenent nust stipulate that the service is with the perm ssion
of the school; that it is limted by statute to a student
enrolled in school; that the service is w thout conpensation; and
that the student is not considered to be a Federal enployee.
Attachnent 3-1 is a sanple agreenent which may be adopted for

| ocal use.

5. Student Eligibility and Status. Volunteer service nmust be in
accord with appropriate Federal, state and | ocal |aws regarding
the enpl oynent of mnors. Normally, the mninumage is 18 years,
however, when all of the conditions for voluntary service as
stated in this section are net, the mninumage is 16 years. Any
enpl oynment certificates or work permts required by state or

| ocal authority nust be obtained. Students nmust be in good
standi ng academ cally and eligible to continue as an enrolled
student in their educational institution. A nane a fingerprint
check and NCI C check are required before the student is accepted
for volunteer service. Students in this program are not
considered to be Federal enployees other than for the purposes of
Title 5 USC, Chapter 81, related to workers' conpensation, and
Title 28 USC, Sections 2671 through 2680, related to tort clains.
Vol unteer service is creditable toward neeting qualification
requi renents for conpetitive examning and, |ater, conpetitive or




non-conpetitive in-service placenent. A student who has
partici pated in unconpensated vol unteer service is subject to al
appl i cabl e Federal and agency enpl oynent regul ati ons and
procedures upon future application for conpensated enpl oynent.
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St udent vol unteers shoul d receive appropriate orientation to the
m ssi on and operations of the Bureau of Prisons and the facility
to which assigned. Student volunteers do not attend Introduction
to Correctional Techni ques.

6. Service Docunentation. Although students in this programare
not Federal enployees, their service is creditable for certain
pur poses and they are covered by workers' conpensation and the
Tort Clainms Act. Accordingly, an Oficial Personnel Folder wll
be established for each student and service will be docunented by
generation of an SF-50 through NFC, in accordance with current
codi ng and keying instructions (FPM Suppl enent 296-33, Subchapt er
33).

The position title will be "Student Volunteer". The nearest
appropriate classification series wll be used when entering data
for pay plan and occupational code. Tenure group, service
conputation date and salary are zero-filled. Position
descriptions are not required, however, each office should

formul ate a position description nunber for student vol unteers.

Academ c | evel, academ c discipline, duty station, gender,
race/ et hni ¢ background nust be entered into NFC for reporting
pur poses.

At a mnimum the followng two remarks are required on the SF-50
docunenting the appoi ntnent of a student vol unteer:

a. Expected to work (nunber) hours per week NTE (date).

b. Under 5 USC 3111, a student volunteer is not a Federal
enpl oyee for any purposes other than injury conpensation and | aws
related to the Tort Clains Act. Service is not creditable for
| eave accrual or any enpl oyee benefits.

Since the student volunteer is not considered to be an
enpl oyee, an appointnent affidavit is not executed.
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310.1 EMPLOYMENT OF RELATI VES

1. PURPCSE AND SCOPE. To establish rules affecting the
enpl oynent of relatives.

2. DI RECTI VES AFFECTED

Directives Referenced

a. 5 USC 3110
b. 5 CFR 310. 202

3. PROCEDURES. Section 3110 of Title 5, U S. Code, states that
a public official may not enpl oy, appoint, pronote, advance nor
advocate the sanme for a relative. For nost positions there is
enough discretion within the hiring process so that this is not a
problem A few positions, however, such as the Warden, Associate
War dens and the Human Resource Manager are by policy intimtely
involved in the hiring process. Therefore, it is the policy of

t he Federal Bureau of Prisons to prohibit the hiring of a
relative of a Warden, Associate WArden or Human Resource Manager
at the sane institution. Also, as a general rule, close

rel ati ves such as a husband or a wife will not be placed in a

di rect supervisory position over the other. Regional Directors
are authorized to make an exception under extraordinary

ci rcunst ances as described in 5 CFR 310. 202.
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310. 2 EMPLOYMENT OF EX- FELONS AT BCP

1. PURPCSE AND SCOPE. To identify criteria for the enpl oynent
of ex-felons.

2. DI RECTI VES AFFECTED

Directive Referenced

FPM Chapter 731

3. PROCEDURES. Ex-felons nmay be considered for enploynment only
after being granted the proper relief or Pardon. Under the Gun
Control Act of 1968 and the Omibus Crinme Control and Safe
Streets Act of 1968, ex-felons cannot have a firearmin their
possessi on and therefore cannot be considered for enploynent in a
| aw enforcenment position wi thout a Pardon or other proper relief
whi ch nust be docunented and included as part of the application.
Appl i cants should be advised that if found qualified for the
position applied for, their application will be sent to the

O fice of Personnel Managenent to be evaluated for suitability
(FPM Chapter 731). Background information will be eval uated

agai nst the Bureau's security criteria. Only the Director of the
Federal Bureau of Prisons has the authority to approve the

appoi ntment of any ex-felon to a position within the Bureau.
Appropriate conditions |isted bel ow nust have been net.

FEDERAL OR STATE OFFENSES IN WVH CH A FI REARM WAS NOT | NVOLVED:
Ex-fel ons nmust receive a Pardon (Presidential or gubernatorial
respectively).

FEDERAL OFFENSES IN WHI CH A FI REARM WAS INVOLVED: Only a
Presidential Pardon will give firearmdisability relief.

STATE LEVEL OFFENSES IN WHI CH A FI REARM WAS | NVOLVED: Ex-fel ons
who have commtted offenses at the State | evel involving a
firearm need a gubernatorial pardon or a pardon issued by anot her
state pardoning authority in order to be granted |imted relief
(allowed to carry a firearmfor duty purposes only). The pardon
nmust expressly authorize the recipient to carry the firearm

In all instances, the pardon nust expressly authorize the
recipient to carry a firearm

Appointing officials considering an ex-felon for enploynent may
contact the Staffing Section in the Central Ofice for additional
i nformati on.
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312.1 WORKFORCE UTI LI ZATI ON

1. PURPGCSE AND SCOPE. To establish specific responsibilities
and activities to execute effective workforce utilization. It is
the policy of the Bureau of Prisons to distribute and use staff
and financial resources efficiently and effectively to acconplish
the m ssions and goals of the organization. Elenents of
effective workforce utilization include planning and nonitoring
the use of positions and salaries on a regul ar basis.

2. DI RECTI VE AFFECTED

Directive Referenced

P.S. 2100.1 Budget Manual (03/01/66).

3. RESPONSIBILITIES. Supervisors and managers at all levels are
responsi ble for effective workforce utilization through planning
and organi zi ng work, devel opi ng work inprovenent nethods and
procedures, training and devel opi ng enpl oyees and ensuring that
resources allocated to their organi zati onal segnents are used to
meet m ssion requirenents cost effectively. |In addition to these
general responsibilities, Human Resource Managers share
responsibility with Financial Mnagers for maintaining records
and data used by the Workforce Uilization Conmttee in making
recommendations to the Chief Executive Oficer on staffing plans
and salary projections. Specific responsibilities and activities
of the Human Resource Manager i ncl ude:

a. Assist supervisors and managers in workforce utilization
activities.

b. Mai ntain accurate statistics on historical turnover rates,
staffing patterns and known and anti ci pated vacanci es.

c. Mintain accurate organi zation charts and position records,
i ncluding current reconciliation and position managenent reports.

d. Maintain accurate data on personnel actions which affect
salary and provide information to the Financial Mnager for use
in salary projections.

e. Carry out cyclical classification reviews to ensure that
positions are fully utilized and accurately classified.

f. Prepare SF-52's for reprogranm ng requests.
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4. WORKFORCE UTI LI ZATI ON COW TTEES. The Sal ary Subcomm tt ee,
established by P. S. 2100.1 and the Wirkforce Uilization
Committee will function as one commttee. Chief Executive
Oficers will appoint nenbers to the commttee in accordance with
the provisions of P. S. 2100.1. The functions of the conmttee
at each level of the organization are:

a. Institution Committees

(1) At the beginning of the fiscal year, fornulate a
staffing plan for the fiscal year, based on allotted
positions and budget, historical turnover data, known
and anti ci pated vacanci es, anticipated workl oad and/ or
m ssi on changes. The annual staffing plan should be
reviewed and revised by the commttee throughout the
year as changes occur which will affect the
institution's staffing situation.

(2) Review departnental rosters to determ ne whet her
positions and sal ary funds, including overtine, are
efficiently utilized.

(3) Review findings of programreviews, operational
revi ews, and other managenent indicators to identify
wor kf orce needs, especially those which may have a
negative effect on the efficiency of prograns.

(4) Recommend actions to elimnate anticipated deficits or
to use anticipated surpluses.

(5 Recommend actions designed to increase the effective
use of resources such as consolidation of functions,
reorgani zation, greater use of technology, and simlar
activities.

b. Reqi onal Commi tt ees

(1) Devel op workforce inmpact assessnents for expansion,
renovation or changes in m ssion of existing
i nstitutions.

(2) Devel op workforce plans and proposals for new
i nstitutions.

(3) Reviewinstitution staffing guidelines and current
aut hori zed conpl enents. Make reconmmendati ons regardi ng
the distribution of new positions based on staffing
gui del i nes, programreview reports, operational review
reports, strategic planning goals and ot her managenent
i ndi cat ors.



(4) Reviewinstitution workforce utilization commttee
nmeeting mnutes and the activities of institution
committees.
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5. POSITI ON MANAGEMENT AND CONTROL. Responsibility for

mai nt ai ni ng accurate position records is shared between the Human
Resour ce Manager and the Financial Manager. Specific procedures
are outlined in P. S. 2000.1 and are summarized in this section
as a convenience to HRM s.

a. By the 25th day of each nonth, the Financial Manager w ||
generate a position reconciliation report for all budget
activities (S&E, Trust Fund, B&F and UNICOR) and give it to the
HRM

b. If there are no differences reflected in the reconciliation
report, the Financial Manager and HRMw || sign the report,
certifying that it is in balance and accurately reflects the
aut hori zed positions.

c. |If the report reflects differences, the HRMw || provide
t he Fi nancial Manager with the correct PZ coding to add or delete
positions to reflect the authorized conplenent. Changes wll be
supported by SF-52's which abolish, establish or reprogram
positions. Changes will be given to the Financial Manager so
that they can be keyed and the report bal anced by the | ast day of
t he nont h.

d. HRMs are responsible for providing Financial Mnagenent
wi th PZ codi ng changes whenever the classification of a position
changes, whether or not decision unit totals are affected.

e. HRMs will establish and maintain position managenent files
cont ai ning copies of position reconciliation reports, PZ changes
and supporting SF-52's.

f. The OCCD dictionary includes all of the current PZ codes
which will be accepted by the system Financial Mnagenent staff
at each | ocation have access to the dictionary through FM S and
are capable of printing it at any tine. It is suggested the HRM
ask the Financial Manager for a current dictionary quarterly.

The Pay and Position Managenent Section wll establish new codes
as needed and upon request of the Regional HRM offices.
Institutions should request new codes through their Regional HRM
however, before requesting additions to the dictionary, check the
current dictionary through FM S to determ ne whet her the needed
code has al ready been added.
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312. 2 STAFF VACANCY RATE

1. PURPCSE AND SCOPE. It is Bureau policy that the vacancy rate
of staff positions that work directly with i nmates shall not
exceed 10 percent during any 18 nonth period. Vacancies that are
kept open by legislative or fiscal controls inposed from outside
the institution wll not be considered in conputing the vacancy
rate. |If unusual conditions cause an excessive nunber of
vacanci es, the Chief Executive Oficer will docunent the reasons
and notify the Regional Director in witing of the nunber of
vacanci es conpared to authorized positions and the potenti al

i npact on institutional operations.

Chi ef Executive Oficers at non-institutional |ocations shal
exerci se individual discretion based on workl oad requi renents and
funding levels in determ ning positions to be filled.

2. REASSI GNMENTS. Enpl oyees may be reassigned from one position
to anot her position of the same grade | evel, based on the needs
of the service. Anmong such reasons for reassignnment include:

a. Expediting the filling of critical vacancies.
b. Meeting special skill needs of a position.
c. Matching individual talents and position needs.

d. Broadening the experience of an enpl oyee. *
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315.1 PROBATI ONARY PERI OD FOR SUPERVI SORS AND MANAGERS

1. PURPCSE AND SCOPE. To describe the requirenents for new
supervi sors, nmanagers, and Seni or Executive Service staff.

2. DI RECTI VES AFFECTED

Directive Referenced

DA Order 1315.1 Probationary Period for Supervisors and
Manager s

3. PROBATI ONARY PERI ODS. Supervi sors and Managers who do not
perform satisfactorily during their probationary period will be
returned to their former (or conparable) position and pay w thout
right of appeal. The SF-50 placing an enployee in one of these
positions will include a remark noting that the individual is
serving the probationary period.

a. Supervisor. Upon initial appointnment into a supervisory
position, an enployee is required to conplete a one-year
probationary period. A position is supervisory if it nmeets the
definition of a supervisor as described in the General Schedul e
Supervi sory Gui de.

b. Manager. |In addition to the supervisory probationary
period, newly appoi nted managers must al so serve a probationary
period. A managerial position is one which neets or exceeds the
definition of managerial in the General Schedul e Supervisory
Qui de.

c. Senior Executive Service. A one year probationary period
must be served by all initial career appointees before
appoi ntment for SES becones finalized.
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330.1 EMPLOYMENT | NTERVI EVS

1. PURPCSE AND SCOPE. To describe the objectives and procedures
for conducting pre-enploynment panel interviews. Such interviews
are only one phase of the total evaluation of an applicant's
qualifications and suitability for enploynent in the Bureau of
Prisons. Section 731.1 of this Manual describes in detail other
pre-enpl oynent procedures which are designed to determ ne an
applicant's suitability for enploynent. The procedures described
in this section are to be acconplished in conjunction with the
procedures in Section 731.1.

2. COVERAGE. The procedures in this section apply to applicants
for any type of appointnent which is expected to exceed siXx
nmont hs.

3. EMPLOYEE SCREENI NG One of the objectives of the Federa
Bureau of Prisons is the care, custody and notivation toward
correction of an often unwilling and hostile clientele. The

i nfluence of staff on the achi evenent of these goals cannot be
overstated. Studies such as the Institution Character Profiles
and Prison Social Cimte Surveys, as well as other managenent

i ndi cators, denonstrate the direct relationship between staff
conpetence, norale, attitudes and perceptions and the effective
operations of our facilities. For these reasons, the careful
screeni ng and eval uati on of prospective enpl oyees contributes to
a conpetent and effective work force and reduces the possibility
of sel ecting enpl oyees who do not denonstrate the know edge,
skills, abilities and personal characteristics appropriate for
work in a correctional organization.

The purpose of the panel interviewis to evaluate the applicant's
qgqual ifications and other characteristics necessary for the
position. O her phases of the pre-enploynment process, such as
the suitability interview, vouchering, and records checks are
designed to evaluate the applicant's suitability for enploynent
to a sensitive position. Areas to be evaluated during the panel
interview include: know edge, skills, and abilities needed for
the position; general correctional work abilities; and witing
skill. The procedures that follow are m ni mumrequirenents.

4. PROCEDURES
A. Institution Positions

(1) Prior to the panel interview, applicants wll be asked
to wite a report discussing a videotaped correctional
work scenario on Attachnment 3-2. The applicant wll
only be allowed to view the video once. The report
will be used by the panel in evaluating the applicant's
ability to effectively use data in witing clear,
conci se and under st andabl e reports.




(2)

(3)
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A panel interview w |l be conducted follow ng the

i ndi vidual suitability interview described in Section
731.1. Interview panels will consist of a trained HRM
enpl oyee, one nmanager (e.g. Associ ate Warden,

departnent head), and one psychol ogi st or staff nenber
who is capable of evaluating an applicant’s suitability
for the stressful rigors of enploynent in a
correctional setting. All panel nenbers nust conplete
panel interviewtraining prior to participating in a
panel interview *

Wi le participating in a panel interview, psychol ogists
shoul d conduct thenselves in an ethically and legally
def ensi bl e manner, shoul d nodel appropriate interview
behavi or for other panel nenbers, should use their

uni que skills and clinical judgnent in arriving at a
fair assessnment, and should be aware of the limts of
predicting job fitness. Additionally, psychol ogists
shal |l ensure that no questions are asked regarding
physi cal or nmental health history as prohibited by the
Rehabilitation Act of 1973. For exanple, do not ask
applicant if s(he) has ever been or is currently being
treated for nental and/or enotional disorders.

Panel interviews will be conducted according to the
"Instructions for Adm nistering the Panel Interview
(Attachnment 3-3). Panel nenbers will ask questions
designed to elicit information fromthe applicant about
hi s/ her know edge, skills, abilities, and other
personal characteristics related to the position being
filled, as well as general correctional work abilities.
The standardi zed Correctional Wrk Situation Questions
presented to the applicant are confidential. Staff
requiring a copy of the Correctional Wrk Situation
Questions should contact the Human Resources Research
and Devel opnent O fice, Central Ofice.

Panel nenbers need not ask the applicant about topics
that are covered during the suitability interview
because those results will be considered along with the
results of the panel interview and other background
checks. Al so, panel nenbers shall only ask questions
which are related to the specific vacancy and are non-
di scrimnatory. For exanple, questions regarding
national or ethnic origin, the ability to do
correctional shift work because of child care
situations, or questions regarding a disability shal
not be asked.
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(4) Fol l om ng the panel interview, each panel nmenber wll conplete
t he Panel Interview |Individual Rating Form which corresponds to
the correctional work situation questions used in the interview

(Attachnment 3-4). The HRM staff nmenber will then conplete the
Panel Interview Assessnment Form (Attachnent 3-4a). The
recommendation for appointnment of the applicant will be partially
based on the panel's acceptability determ nation.

(5) The servicing HRM may all ow a panel interview to be conducted
at another institution, the Central Ofice or any Regional
Ofice. Al panel interviews conducted shall follow the
procedures in this Paragraph A However, panel interviews held
at the Central or any Regional Ofice, shall consist of four
trai ned nenbers who are famliar with the requirenents of the
position to be filled and who have denonstrated skill in
interview ng, even though they may not represent the four

di sciplines stated in this Paragraph A

B. Central Ofice, Regional Ofice, Staff Training Center and
Community Corrections Positions

(1)Prior to the panel interview, applicants will be asked to
wite a brief narrative response to the questions in Attachnent
3-4b. The panel will use the responses to evaluate the
applicant's witing skills; however, they may not be used as the
sol e reason for not selecting an applicant.

(2)A panel interview w |l be conducted follow ng the individual
suitability interview described in Section 731.1. Interview
panels will consist of at |east two people who are famliar with
the requirenents of the position to be filled and have
denonstrated skill in interviewing. |f possible an HRM staff
menber will be a nmenber of the interview panel. Interview panels
for Central and Regional Ofices will consist of a mninmmof one
manager and an HRM staff representative.

(3) Panel nmenbers will ask questions designed to elicit
information fromthe applicant about their past enploynent,

know edge, skills and abilities for the position being filled and
such personal characteristics as may be inportant to the
position. Attachnment 3-4c is a list of sanple questions which
may be hel pful to panel nenbers. Panel nenbers need not question
the applicant about topics that are covered during the individual
suitability interview because the results of that interview w ||
be considered along with the results of the panel interview and
ot her background checks. Al so, panel nenbers shall ask questions
which are related to the position being filled and are non-
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di scrimnatory. For exanple, questions regarding national or
ethnic origin, the ability to do correctional shift work because
of child care situations, or questions regarding a disability
shal | not be asked.

(4) Fol l om ng the panel interview, each panel nenber wll conplete
the Pre-enployment Interview Summary (BP-17). The recomrendati on
for appoi ntnent of the applicant will be based, in part, on the
panel interview*

(5 A ternately, the servicing HRM nay el ect to have a panel
interview conducted at a nearby institution in which case all of
the procedures in Paragraph A apply.

5. REPORTI NG REQUI REMENTS. To assess the efficiency of each
stage of the pre-enploynent process, the Data Form for Pre-

enpl oynment Screening Process (Attachnent 3-4d) is to be conpleted
for each applicant adm nistered the pre-enploynent screening
process. Forward conpleted forns to the Human Resource Research
and Devel opnent O fice in the Central Ofice.
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330. 2EMPLOYMENT OF MEDI CAL AND DENTAL OFFI CERS

1. PURPGCSE AND SCOPE. Assignnent of physicians and dentists
fromthe Comm ssioned Corps of the U S. Public Health Service is
coordi nated by the Assistant Director, Health Services D vision
(Medical Director). Appointnent of physicians and dentists from
conpetitive registers is delegated to Chief Executive Oficers.
Failure to conmuni cate and coordi nate the recruitnent and
pl acenment of physicians and dentists anong the |ocal, regional
and national levels can result in delays in filling vacancies and
inability to provide a high |l evel of professional nedical care
for inmates. This section outlines procedures designed to
effectively coordinate the staffing of nmedical and dental officer
positions.

2. | DENTI FI CATI ON OF VACANCI ES. Chief Executive Oficers are
responsi bl e for forecasting and identifying nedical and dental
of ficer vacancies and for notifying the Medical Director of
antici pated vacancies. The Medical Director and CEO wi || deci de
jointly whether to recruit a PHS Comm ssioned O ficer or a civil
servi ce enpl oyee or whether to recruit from both sources

si mul taneously. The decision wll be based on the needs of the
institution, the tine available to |ocate a replacenent, the
avai lability of Comm ssioned Oficers and the availability of
candi dates on regi sters.

3. RECRU TMENT. Recruitnent of medical and dental officers is
an on-going responsibility of admnistrators at all |levels of the
or gani zati on.

a. PHS Recruitnent. The Health Services Division is
responsi ble for recruiting PHS Comm ssioned O ficers for
assignnment to Bureau of Prisons facilities. Division
representatives will apprise the CEO of their activities and
pr ogr ess.

b. OPMRegisters. After consultation wth the Medi cal

Director, CEOs will notify the institution HRM of the decision
to recruit through conpetitive registers. For Medical Oficers,
institution HRMs will prepare the Request for Referral of
Eligibles (SF-39) and attachments and forward it to the Exam ning
Section. For Dental Oficers, the Request for Referral of
Eligibles (SF-39) and attachnments nust be sent to the Ofice of
Per sonnel Managenent.
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Upon receipt of a certificate, the institution HRMw Il send
copies of the SF-171's for all eligibles to the Medical Director.
After reviewing the applications, the Medical Director wll
contact the CEO to discuss any concerns or additional information
to be obtained during the interviews. The HRMw Il initiate the
standard procedures for contacting, interview ng, and vouchering
appl i cants.

After the applicants have been interviewed and ot her pre-

enpl oynent requirenents have been net, the CEOw ||l contact the
Medical Director to review the proposed selection. The CEOis
del egated the authority to select nedical and dental officers
fromregisters only after consultation and concurrence with the
Medi cal Director.
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330. SACKNOALEDGEMENT OF REQUI REMENT TO MAI NTAI N A TELEPHONE

1. PURPCSE AND SCOPE. All enployees of the Federal Bureau of

Prisons are required by the standards of enpl oyee conduct and

responsibility to be responsive to the needs of the institution
during routine operations, as well as during tines of energency.

Frequently, it is necessary for supervisors to contact enployees
when they are off duty concerning official business.

2. PROCEDURES. HRM offices will notify applicants at the tine
of the interview that, as a condition of enploynent, they will be
required to have and maintain a tel ephone at their residence and
that they are required to keep the institution informed of their
current tel ephone nunber throughout their enploynment with the
Bureau of Prisons. Applicants will acknow edge this requirenent
in witing on the formin Attachnent 3-5.
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332. 1RECRUI TMENT AND SELECTI ON THROUGH COWPETI TI VE EXAM NATI ON

1. PURPCSE AND SCOPE. To establish procedures for the Federal
Bureau of Prisons Exam ning Section.

2. DI RECTI VE AFFECTED

Directive Referenced

Current FPM Chapter on Recruitnment and Sel ecti on Through
Conpetitive Exam nation

3. FEEDERAL BUREAU OF PRI SONS EXAM NI NG SECTI ON PROCEDURES

a. Procedures for Submitting a Request

(1) Ensure the SF-39 includes a statenent that the Bureau's
Priority Placenent List has been checked and there are no
qual i fied candi dates avail able to consi der.

(2)Ensure the SF-39 includes a statenent that the Bureau's

Reenpl oynment Priority List, (sane listing as the Priority

Pl acenment and Referral System (PPRS) List issued by DQJ) has been
checked and there are no qualified candi dates available to
consider. The PPRS List is |located on the | ast page of Career
Qpportunities.

(3)Ensure the SF-39 includes the statenent regarding P.L. 100-
238, maximumentry age, if applicable.

(4) Ensure that SF-39A (Justification for Selective Certification)
is attached to all SF-39 requests for bilingual and/or female
certificates. (See Attachnent 3-6)

b. Procedures for Wirking a Certificate

(1)Indicate "NFC' (no further consideration) only for NS 3
applicants and only if you do not want themcertified to your
| ocation in the future.

(2) Show entry on duty dates for all selected applicants.
(3)Indicate the reason for not filling the nunber of vacancies on

the request if other applicants are avail abl e bel ow your | ast
sel ecti on.
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(4)If you are in the process of working a certificate and a
supplenmental list of eligibles is required to fill your vacancies
(due to declinations, failures to reply, etc.), submt a new SF-
39 showi ng the sane certificate nunber as the original and

i ndi cate supplenent by adding S-1 to the certificate nunber.

(5)Arrange certificates in the proper order before returning them
to the Exam ning Section.

(6) Arrange applications in the sane order as the names appear on
the certificate.

(7)Arrange OF-5's in the sane order as the nanes appear on the
certificate and paper clip themtogether in one batch. Submt an
OF-5 for every applicant contacted. Staple verbal declinations
and witten declinations on top of the correspondi ng OF5.

(8) St apl e objections and supporting docunentation to the
correspondi ng application.

(9) Ensure the HRM has signed and dated the SF-39 before returning
it to the Exam ning Section. Do not use the "further

certification desired" block on the SF-39 you are returning.
Submt a new SF-39 if you need another certificate.

(10) Return certificates within the tinme allowed. Human Resource
Ofices are allowed thirty days to work a certificate. |If
additional tinme is needed, notify the Exam ning Unit before the
expiration date and request an extension.

c. Anendnents. An anendnent nust be submtted pronptly

whenever a change is nmade in the action previously taken and
reported on an applicant appearing on a list of eligibles.

Amendnents nmust be typed in nmeno format and reflect the foll ow ng

i nformati on:

(1) Applicant's nane,
(2)Certificate nunber, and
(3) Revi sed action code

(a) Attach docunentation to support the revised action, e.qg.
verbal or witten declination

(b)When anending a certificate to change any action code to NS,
submt an anmended list of eligibles to show how the applicant can
be I egally nonsel ected using the rule of three.
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(c)Attach the application of the eligible originally reported as
sel ect ed.

d. bjections

(1)Use the SF-62 for all objections and the appropriate objection
statenent forns as attachnents to the SF-62.

(2) Submt conpl ete docunentation to support the reasons for the
obj ection. Applicable docunents include copies of interview
results, vouchering letters, arrest records, SF-86, etc.
dependi ng upon the reasons for the objection.

(3)Attach the application to the objection form

(4)1f objecting to a CPS applicant, include a copy of the letter
to the applicant notifying himher of the objection.

(5) Medical Disqualifications: Preference Eliqgibles- submt

obj ection and copy of applicant notification letter. Non-
Preference Eliqgibles-Do NOT submt an objection. Docunent action
code "RM' (Renoved/ Medical) next to the nedically disqualified
applicant's nane on the List of Eligibles and send supporting
medi cal docunentation and a copy of the applicant notification
letter to the Exam ning Section with the certificate.

4. ACTI NG AND REPORTI NG ON CERTI FI CATES OF ELIG BLES. The
followng information is provided as gui dance in acting on
Certificates of Eligibles. General instructions are contained in
FPM Chapter 332, Subchapter 4 and Appendi x B.

a. Wen initially contacting eligibles, use of personal

letters, and tel ephone calls is likely to encourage and attract
wel | -qualified candidates. Current information such as nature of
duties, location, salary and type of appointnment should be

i ncluded in your conmunication. An OF-5, Inquiry as to
Avai l ability form (Attachnment 3-7) may be used to initially
contact individuals being considered for BOP enpl oynent.

b. A loweligibles a reasonable period of tinme in which to

make their decision as to availability and to inform you.
Regular mail inquiries in the |l ocal commuting area shoul d have a
return deadline of a mninmumof ten days, or nore, depending on
USPS and internal office delivery conditions and intervening non-
wor k days.

For di stances over 1000 mles, allow at |east 15 days.



You can expect responses within five days to tel ephone calls in
whi ch you invite the applicant to call.
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Replies received after the requested response date wll be

considered as being on tine if the selection process has not

progressed to a point where consideration would unduly del ay your
action.

Reasons for declinations nust be docunented and returned with
the certificate since this information may affect further
consideration for the applicant. Tel ephone/verbal declinations
must include the reasons for declining, the date and the nane of
t he person receiving the declination. The Exam ning Section may
contact eligibles to verify reported declinations or failures to
reply. Verbal declinations will be reported on the formin
Attachnent 3-8.

c. Q@iidelines for scheduling selection interviews are

contained in FPM Chapter 332, Appendix |I. Travel for a selection
i nterview should be kept to a m ninum and generally shoul d not
exceed a 75-125 mle radius.

d. Principles of open conpetition are best served when the
selecting official gives consideration to all of the highest
three available eligibles. The presence of a "nane request”

candidate within the top three does not nean that the other

el i gibles should not receive any consideration. For exanple, the
selecting official should be nmade aware of other avail abl e
eligibles and, at a mninum review their applications.

e. Once selections have been nmade, notify the nonsel ected
applicants who were previously contacted and stated they were
avail able. This courtesy has a positive inpact on the Federal
Bureau of Prisons' inmage as an enpl oyer.

f. Return the certificate as soon as sel ections have been
made. Do not wait for the selectee(s) to enter on duty.

g. Provide a reasonable period of tinme for a selected person
to report for duty. Usually, a m ninmmof two weeks shoul d be
allowed for local residents. At |east one nonth should usually
be all owed for sel ectees who nust rel ocate.
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*335.1 MERIT PROMOTI ON PLAN

1. PURPCSE AND SCOPE. This section prescribes the procedures to
be used to inplenent federal nerit pronotion policy.

2. DI RECTI VES AFFECTED

Directives Referenced

a. DO Order 1335.1B
b.5 US.C. 8 3307
C. 5 CFR 335

3. PROGRAM OBJECTIVES. This Merit Pronotion Plan is designed
t o:

a. Provide an effective, fair nmethod of eval uating and

sel ecting enpl oyees for pronotion and for sel ecting enpl oyees for
training prograns that may | ead to pronotion

b. Gve selecting officials a choice from anong the best
qual i fi ed candi dat es.

c. Ensure that consideration is given to each qualified
applicant without regard to political, religious, or |abor
organi zation affiliation or non-affiliation, marital status,
race, color, sex, sexual orientation, national origin,

nondi squal i fyi ng physical disability, or age.

€The Attorney CGeneral has established the date which i medi ately
precedes an individual's 37th birthday as the maxi num age for
initial entry into a primary | aw enforcenent position.

d. Establish procedures for evaluating candi dates for
pronoti on.

e. Provide incentive for self-inprovenent of enpl oyees.

f. Provide training, career counseling and assistance to

enpl oyees which will enable themto nmake the best use of their
capabilities and take full advantage of pronotional
opportunities.

g. Establish clear procedures for operation of the nerit
pronotion program
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4. COVERAGE. This plan applies to the pronotion of any federal
conpetitive service enployee in the Bureau. It also covers the
foll ow ng pl acenent actions:

a. Filling a position with known pronotion potential by
reassi gnnent, pronotion, transfer, change to | ower grade, detail,
or reinstatenent; e.g., apprentice, initial positions in a career
| adder, trainee positions filled below the established or
antici pated grade.

b. Selections for details of nore than 120 days to a higher
graded position or to a position with known pronotion potenti al .

c. Reinstatenent of enployees to positions at a higher grade
or with nore pronotion potential than a position previously held
by the candi date on a permanent basis in the conpetitive service.

d. Transfer of enployees to positions at a higher grade or
Wi th nore pronotion potential than a position previously held by
t he candi date on a permanent basis in the conpetitive service.

e. Tine limted pronotions for nore than 120 days to a hi gher
graded position.

f. Selections for training required for pronotion.

5. EXCLUSIONS. This plan does not cover any other type of

pl acenment action such as reassignnent, selections fromOfice of
Per sonnel Managenent (OPM, Special Examining Unit (SEU) or

Del egated Exam ning Unit (DEU) certificates of eligibles, other
perm ssible internal actions contained in the DQJ CTAP
regul ati ons, or any other placenent action not specifically
covered in Paragraph 4.

6. EXCEPTIONS. These actions nay be made without nerit
pronotion conpetition under any of the follow ng circunstances:

a. Pronotion of an enpl oyee who occupies a position with known
pronotion potential and the initial selection for the position
was made under conpetitive procedures or froman OPM SEU or DEU
certificate. Exanples of such positions include career-| adder
positions, apprentice, trainee or understudy positions or
positions covered by an OPM approved training agreenent.

b. Pronotion when an enployee's position is reclassified at a
hi gher grade as a result of accretion of new duties and
responsibilities or to correct an error in position
cl assification.
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c. Reinstatenent, transfer, pronotion, denotion, or detail of
an enpl oyee to a position having pronotion potential no greater
than that of a position currently or previously held on a
per manent basis under a career or career-conditional appoin